
LSP Portal File Transfer Area

Procedures for uploading and 
posting files to the transfer area



Login to the Web Portal



Click on the Mgr button to 
open the window for updating 



Choose the content button



This opens the content page 
and then choose the manage 
library tab to open the library



In the library window click on the SECURE tab

Then click on the File button and a select files 
for uploading will be opened.  For this 
example we will upload the TEST. Pdf from the 
Desktop



The file will then be loaded into the Files area.

Note that multiple files from multiple directories can be 
uploaded at the same time

Click on the Upload button when all files are ready and the 
file(s) will be transferred into the library



Click on OK

The file(s) have been loaded and this 
window can be closed.
This will return you to the contents page.

For Reference there is a delete files 
option located on this screen for 
removing files also



To bring the new file into the portal site 
click on the SECURE link

Then choose the up arrow located on 
the append tab.

This will place the file with it’s 
respective html coding into the portal 
site area



Cut the html associated 
text from the bottom of the 
page and paste it above 
the <%done()%> html 
information

Choose Save to complete 
the page update.

Note that should a link 
need to be removed from 
the site just delete the 
html text associated with 
that link, then save.



To test if the website is 
correct choose the preview 
at SVGA tab.



A new window will open that reflects what is now on your site 
(Boeing File Transfer Area for this example)
Click on the link to see if the file opens.
If all works as planned, close this window and Publish the 
web site

Click on the Site Manager to proceed to 
the Publish area



Click on the Publish button



Click on the Delete Local button.

This removes the “old” site information



Click on the OK button, the “old” 
site information is removed

Click on the Publish Local button 
to have the updated site posted 
onto the portal



This page appears when all information is uploaded and in place
Your updates are complete and the portal information current

Close this window to complete the process


